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Configuring Microsoft Outlook to clear messages from your E-mail server

NOTE: This guide has been designed using screenshots of Microsoft Outlook XP however; you should find that there are many
similarities if you are using different versions. In addition it is specifically aimed for the use of AwebZ clientele.

1. Locate Microsoft Outlook, select Too/s and then E-mail Accounts.
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2. Select View or change existing e-mail accounts and Next.

E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Outlook uses, :

E-mail
" Add a new e-mail account

* vYiew or change existing e-mail accounts
Directory

" add a new directory or address book

" Wiew or change existing directories or address books

| Mewt » | Cloze




Select the e-mail account you wish to change, then select Change.
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E-mail Accounts
‘ou can select an account and change its settings or remove ik,

Cutlook processes e-mail for these accounts in the Following order:

| Type Change. ..

PORSMTF (Default)

3 | >

Deliver new e-mail ko the following location:
Personal Folders ﬂ Mew Outlook Data File, ..

Select More Settings.

E-mail Accounts

Internet E-mail Settings (POP3) @

Each of these settings are required ko get vour e-mail account warking.,

User Information Server Information
Your Mame: |J|:|h|-| Doe Incoming mail server (POP3): |mail.aweb2.cu:um
E-rnail Address: |jnhn@aweb2.mm Cutgoing mail server (SMTP): |mai|.aweb2.|:|:um
Logon Information Teskt Settings
sz (Memss - after filling out the information on this screen, we
|]D|‘|I‘I,l@'aWE|IIZ.EDI'ﬂ recommend vou test your account by clicking the button
Paszsword: |********** below, (Requires network connection
[v Remember password Test Account Settings ... ‘

[ Log on using Secure Passwaord

Authentication (SPA) More Setkings

¢ Back M et » Cancel |

]




5. Select Advanced.

Below the section entitled ‘Delivery’, ensure the ‘Leave a copy of messages on the server’ checkbox is left UNCHECKED.

Internet E-mail Settings

General] Outgoing SEwer] Connection  Advanced l

Server Park Mumbers

Incoming server (POP3): 110 Use Defaults

[ This server requires an S5L-secured connection (S50

Cutgoing server (SMTP): 25

[ This server requires an S5L-secured connection (S50
Server Timeouks

Shart = fF———— Long 1 minuke

Delivery

[ Leave a copy of messages on the server
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6. Select OK.

7. Select Next.

8. Select Finish.

This completes the process to ensure you have configured Microsoft Outlook to clear messages from your email server. This enables
you to free up valuable space. Should you have any queries regarding the setting up of your account, please do not hesitate to
contact us.



